RULES OF THE FIRE Cl VIL SERVI CE BOARD
OF ST. BERNARD PARI SH FI RE DI STRI CT

2538. RULES, REGULATI ONS, AND ORDERS OF THE BOARD

Each board may adopt and execute rules, regulations, and orders
necessary or desirable effectively to carry out the provisions
of the Part, and shall do so when expressly required by this
Part. No rule, regulation, or order shall be contrary to or in
vi ol ati on of any provisions, purpose, or intent of this Part or
contrary to any ot her provisions of law. The board may anmend or
repeal any rule or part thereof in the sanme manner provided
herein for the adoption of the rule.

A board may adopt any rule, either in its proposed or revised
form after holding a public hearing at which any officer or
enpl oyee of the government of which the fire or police service
is a part, and any private citizen and the State Exam ner shall
be given an opportunity to show cause why the proposed rule or
amendnment, or any part thereof, should not be adopted. Before
the board holds this public hearing, it shall furnish at | east
thirty days notice in advance of the date, time, and place
therefor to the mayor, conm ssioner of public safety, and any
ot her municipal comm ssioner whom the rule may in any way
affect, or the parish governing authority or fire protection
district governing authority having jurisdiction over the fire
or police service, and to the chief and each station of the
departnental services to be affected by the adoption of any such
rule, and to the State Examiner. A copy of all proposed rules
to be discussed at any hearing shall be furnished with all
noti ces. Each notice and copy of proposed rule furnished the
various stations of the fire and police departnments shall be
posted upon the bulletin board of each station for a period of
at least thirty days in advance of the hearing.

Wthin thirty days after the board has adopted any rul e whet her
it is a new rule, an anmendnent of an existing rule, or an
abolition in whole or in part thereof, it shall furnish an
of ficial copy thereof to all persons and pl aces set forth above.

Rul es adopted under the authority of the Part shall have the

force and effect of | aw Acts 1964, No. 282, 1: as amended
Acts 1965, No. 146, 1.

RULE CONCERNI NG COVPETI TI1 VE AND PROMOTI ONAL APPLI CATI ON FORMS

Al'l applications for conpetitive and pronotional exam nations
shall be received in the follow ng nmanner:

1. By direct subm ssion to the secretary of the board
fromthe applicant.

2. By nmail at the board's mmiling address: 8201 West
Judge Perez Drive, Chalnette, Louisiana 70043.

Applications submtted by any other neans will not be accepted.
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Al'l applications when received shall be assigned a receipt
nunber . A receipt bearing this nunmber shall be given to the
applicant if he or she submts said application in person, or if
the application is received by mail, the secretary shall forward
a receipt to the applicant at the address |listed on said
application not |ess than two worki ng days after recei pt of the
application.

Any applicant not receiving a receipt within six working days of
submtting an application by mail should contact the secretary
of the board.

There will be no additions to the approved list of applicants at
the test site considered w thout the applicant in question
providing his or her receipt proving that the application was
received by the board.

Henceforth, all blanks and itens on conpetitive and pronotional
application forns are to be filled in by the applicant. [If the
question is not applicable, it is to be marked N _A. If the
applicant has absolutely no way to determ ne an answer, heis to
mark it unknown (unk.). The board secretary is instructed not
to receive applications not conpletely filled out, nor will the
board consider them

A copy of the above rule is to be attached to each application
f orm handed out.

RULE CONCERNI NG HEARI NG REQUEST FORMS FOR FIRE ClIVIL SERVI CE
BOARD HEARI NGS

A St. Bernard Parish Fire Department Civil Service Board Heari ng
Request Form nmust be filled out in order to have a hearing held
by the Fire Civil Service Board. Any person com ng before the
St. Bernard Parish Fire Civil Service Board requesting a hearing
and investigation under Paragraph 2561 of the current |aw, nmust
include the following information in a witten request. The
Heari ng Request Formnust be filled out conpletely and subm tted
to the Board Secretary. Failure to answer all questions in the
form my cause your hearing to be delayed. |If the question is
not applicable, it is to be marked NYA. If there is no way to
determ ne an answer, please mark it unknown (UNK).

PLEASE FI LL OUT THE HEARI NG REQUEST AS FOLLOWS:

1) Pl ease PRI NT your full name - first, mddle initial
| ast.

2) Pl ease PRI NT your COMPLETE nmiling address.

3) Your honme phone number and your Fire Station phone
nunber .

4) Today's date - nonth, day and year.
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5) Your rank, station and your platoon you are worKking.

6) Pl ease fill in your nane and a description of actions
t hat took place, include all persons involved and their
ranks, include dates, tines and pl aces.

7) St ate possible action you would like the Civil Service
Board to take.

8) Pl ease sign the form (your |egal signature).

9) The Secretary will fill in date when the hearing
request is received. Renenber to wait for your
receipt.

A copy of the above rule is to be attached to each Hearing
Request Form handed out.

RULE COVERI NG ANNUAL VACATI ON

A Each enpl oyee shall be entitled to annual |eave with pay
and shall after one nonth of enploynment, accrue |eave in
the follow ng manner:

1. First year through 10th year - Eighteen (18) cal endar
days.

2. Over ten (10) years - One additional day per year up
to thirty (30) cal endar days maxi mum

B. Enpl oyees may accunul ate and carry forward six (6) 24 hour
days vacation to the follow ng year. Annual | eave may only
be taken as earned subject to approval of the department
head. Regul ar holidays and/or normal non-working days
occurring during a |l eave period shall not be considered as
annual | eave.

C. No enpl oyee shall be credited with annual |eave for any
cal endar nmonth during which he has not been enployed in a
per manent status.

D. Upon voluntary resignation or retirement an enpl oyee shall
be conpensated for annual |eave accunul ated to the date of
separation, not to exceed 30 cal endar days provided in the
case of resignation, he has conpleted 12 or nore nont hs of
continuous service and also provided he has submtted
notice to the chief at least two (2) weeks in advance of
the effective date of resignation.

E. Earned vacation tinme shall not be forfeited by any nmenber
of the departnent for any cause.

F. Accunul at ed annual | eave may be used only after conpletion

of the sixth month of service. Enployees who are laid off
before the conpletion of the sixth nonth of service shal
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be paid for earned and accunul ated annual | eave.
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RULE

Accunul ated annual |eave may be taken at the time or the
times requested by the enployee and approved by the
appoi nting authority. If the workload of the enployee's
organi zational unit makes the granting of annual |eave
undesirable for the tinme requested, the appointing
authority shall notify the enpl oyee.

"Each enployee shall be entitled to use a mninmm of one
year's accumnul ation of annual |eave during any cal endar
year. When an enpl oyee entitled to annual | eave makes a
witten request for |eave, the appointing authority shall,
within five (5)days after the date of the enployee's
request, either approve or disapprove the request in
writing. If the request is denied, the appointing
authority shall grant, in witing, permssion for use of
t he annual |eave requested during an equivalent period
within the six (6) nonth period follow ng the enployee's
request. This witten perm ssion shall be given to the
enpl oyee within thirty (30) days after the request.”

COVERI NG Cl VI L LEAVE

RULE

An enpl oyee shall be given time off w thout |oss of pay
when perform ng jury duty, when subpoenaed to appear before
a court, public body, or conmssion, when performng
emergency civilian duty in connection wth national
def ense, when ordered to appear for a nedical or other
exam nati on by the Sel ective Service Systemor by a branch
of the arnmed forces of the state or United states, for the
pur pose of voting, or when taking or participating in a
fire civil service exam nation.

When an enployee is authorized or assigned to attend a
conference, convention, or training program directly
related to this work or the work of his departnment, no
| eave shall be reported and he shall be considered as
wor ki ng.

COVERI NG LEAVE OF ABSENCE W THOUT PAY

An appoi nting authority may grant an enpl oyee | eave wi t hout
pay for a period not to exceed ninety (90) days or one
period of three (3) nonths within a cal endar year whenever
such |l eave is considered to be in the best interest of the
service; provided that:

1. Leave without pay for a |longer period of time may be
granted subject to review by the civil service board,
and

2. When an enpl oyee is on | eave without pay for nore than

five (5) consecutive working days, the appointing
authority nust submt a report to the civil service
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board, and

3. VWhen an enployee does not return to work at the
expiration of a period of |eave wthout pay as
aut hori zed herein, he shall be considered as having
resigned his position as of the day foll owi ng the | ast
day of | eave.

Enmpl oyees with probationary or pernmanent status may be
all owed sick | eave without pay for a period not to exceed
one (1) year, provided any sick |leave w thout pay for a
peri od exceeding ninety (90) days is recomended by a
physi ci an acceptable to the civil service board; and
further, that the enployee shall also be exam ned by an
accept abl e physician during the seventh nonth while on sick
| eave with pay. Sick leave without pay may be granted
under this rule subject to the approval of the fire civil
servi ce board.

COVERI NG SPECI AL LEAVE OF ABSENCE W TH PAY

An appointing authority my grant a regular enployee
speci al |eave of absence with pay for a period of not to
exceed one (1) year whenever such |leave is for the purpose
of enabling the enployee to obtain educational training
necessary for the betternent of the service rendered by the
departnment to the public. To obtain special |eave of
absence with pay, it nust be clearly denonstrated that the
course of study is related directly to the work of the
departnment. No special |eave of absence with pay can be
granted until the approval of the civil service board is
obt ai ned.

PROPOSED RULE COVERI NG M LI TARY LEAVE W THOUT PAY

A

Any regul ar enpl oyee or probationary enployee, who shal

have entered into active mlitary or naval duty with the
armed forces of the United States or the State of
Loui si ana, shall be placed on mlitary |eave w thout pay,
such mlitary | eave to extend through a date of ninety (90)
days after he is relieved from such service, or from
hospi talization continuing after his discharge for a period
of not nore than one year. The enpl oyee shall be entitled
to be restored to the position which he vacated, providing
that he makes application in witing to the appointing
authority of the agency wherein he was fornmerly enpl oyed
within ninety (90) days from the date of honorable
di scharge or discharge under honorabl e conditions, or from
hospi talization continuing after discharge for a period of
not nore than one year, is physically and nentally capable
of performng the work of his position to the satisfaction
of the appointing authority. In the case of an enpl oyee
who was placed on mlitary |leave while serving a worKking
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test period, such an enployee, upon returning to his
position, shall be required to serve the remaining portion
of his working test period before he may gain pernmnent
status in his class of position.

In the event a position vacated by a person entering any
active mlitary duty, i ncluding National Guard and
reserves, no |longer exists at the tinme he qualifies to
return to work, such person shall be entitled to be
re-enployed in any position of the sane classification
wi thin that department wherein he was enpl oyed, provided
such re- enpl oynment does not necessitate the laying off of
any person who was appointed at an earlier date than such
person returning from af orenmenti oned.

Any nmenber of the mlitary in active duty, National Guard,

or reserve may be on leave up to fifteen (15) days wth
pay, not affecting his annual |eave.

COVERI NG SI CK LEAVE

Every firefighter shall be entitled to full pay during
sickness or incapacity not brought about by his own
negli gence or cul pable indiscretion up to the amount of
sick l|leave accrued to his account provided he properly
notifies the appointing authority. This section does not
take into account 52 weeks sick | eave provided by state | aw
which will be adm nistered according to state |aw.

Sick leave is defined as any period of tinme during which an
enpl oyee may be excused from work wi thout |oss of pay due
t o:

1. Personal illness, injury, or any other type of
physi cal disability except injuries incurred on the
j ob (Paragraph "F" bel ow).

2. Serious illness or death in the enployee's i mediate
fam|ly. For the purpose of +this section, the
imediate famly shall be deemed to include the
parents, spouse, children, brothers, sisters, and
i mredi ate in-|aws.

Sick | eave shall be credited to an enpl oyee at the rate of
one (1) day for each nmonth of continuous enploynment. Sick
| eave will be accunmul ated up to a maxi num of 90 twel ve- hour
days. Sick and vacation |leave will not accrue during sick
| eave. One day is defined as being a 12-hour period.

An enpl oyee on sick |eave shall inform his supervisor of
the fact and the reason at |east one hour prior to
reporting for duty. Failure to do so will result in denial
of sick leave with pay for the period of absence. The
enpl oyee will submt to such nedical exam nations, nursing
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visit, or other inquiry which the departnment deens
necessary. Absence for part of a day that is chargeable to
sick |l eave shall be charged proportionately in an anount
not | ess than three (3) hours.

E. Vacation | eave shall be used for sick | eave purposes after
sick |l eave i s exhausted. Enployees who have exhausted all
sick |eave and vacation |eave credits my, at the
di scretion of the appointing authority, be granted | eave of
absence without pay for a period not to exceed one (1)

year.
F. The chief shall keep records of sick |eave accrued, sick
| eave taken, and bal ance of sick | eave for each enpl oyee.
G An enpl oyee on sick leave shall inform his supervisor of
the fact and the reason one (1) hour prior to reporting
time. Failure to do so will result in denial of sick | eave

with pay for the period of absence.

The enpl oyee will present a doctor's certificate and subm t
to nmedi cal exam nations, nursing visits, or other inquiry
when t he departnent deens it necessary. Absence for part of
a day that is charged to sick |eave shall be charged
proportionately in an amunt not | ess than three (3) hours.

H. Accunul ated sick |eave shall be reinstated for those
persons, after being laid off, who are enployed from
re-enpl oynment registers or who are reinstated.

When an enployee is placed on authorized mlitary |eave
w thout pay, all of his wunused sick |eave which he
accurmul ated prior to his placenent on mlitary | eave shall
remain to his credit until such time as he returns to his
position or forfeits his rights.

J. Sequence for taking sick leave is as foll ows:

1. Job related illness or injury:
a) 52 weeks | eave per state |aw
b) Accunul ated sick | eave
c) Annual |eave

2. O f-duty related illness or injury not brought about
by his own negligence or cul pable indiscretion:
a) Accunul ated sick | eave
b) 52 weeks | eave per state |aw
c) Annual |eave

K. The effective date of this rule is March 1, 1978.
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The followi ng days will be observed as holidays, unless

3rd Monday in January (Martin Luther King's Birthday)

4t h Friday in Novenmber (Day after Thanksgi ving Day)

In addition to the above holidays, any other day decl ared
a holiday by the St. Bernard Parish Government should be

On any holidays listed or holidays declared, enployees
shoul d be paid two tinmes (2x) the enployees regul ar hourly
rate, including conpensation of State Supplenental Pay.

The above holidays coincide with the official holidays of

Each full-tinme enployee of the classified service after
havi ng served one (1) year, shall be entitled up to twelve
(12) weeks of unpaid | eave, without credit for departnental
seniority when appropriate docunentation is supplied to the
Appointing Authority for those reasons provided by Public

Rul es
RULE COVERI NG HOLI DAYS AND HOLI| DAY PAY
1.
ot herwi se provided for
January 1 (New Year's Day)
3rd Monday in February (President's Day)
Mardi Gras Day (Day before Ash Wednesday)
Good Friday (Friday before Easter)
Last Monday in May (Menorial Day)
July 4th (I ndependence Day)
First Monday in Septenber (Labor Day)
Vet eran's Day
4t h Thursday i n Novenmber (Thanksgi ving Day)
Decenmber 24th (Christmas Eve)
Decenber 25th (Christms Day)
Decenmber 31st (New Year's Eve)
2.
observed as such.
3.
4.
St. Bernard Parish.
RULE COVERI NG FAM LY MEDI CAL LEAVE
1.
Law 103-3 (Fam |y and Medical Leave Act of 1993).
2.

An enployee will be required to first exhaust any or all
conpensatory tine and any or all accunulated |eave tine
before being granted unpaid | eave without seniority.
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